Approved For Release 2002/01/08 : CIA-RDP80-00679A000100040029-2

TAB

Approved For Release 2002/01/08 : CIA-RDP80-00679A000100040029-2



STATINTL

STATINTL

Approved For Relew
" e A000100040029-2

30 September 195h

OFFICE GF PERSONNEL ———

SUBJECTs Use of Form oo 70-10k, Priority Teg, and the Office of
personnel Special Handling Flag

1. mmq dated 3 September 195k, establishes
the use of Fora Noo TOel0ly, . riorilty Tag, to aid in expediting the
routing of doouments and othar corroapondence whensver other than

rovtine handling is reqired, Use of this form within the Office
of Personmel will be govorned by the following cansiderationss

a. Division and Staff Chiefs are primerily responsible
for determining the mamasr in which Form Ho. 70-104 is to b
uged in “heir respective aress of jurisdiction. In owler to

of the form are strictly adhered to by persommel whom they
designate 40 use ihe fodme ' ‘

b, Az & guide to general office of Persounsl use of Form
No. 70-10h, the following ariteris are suggesteds

{1) Priority tags sheuld be atbached only to materisl
which requirss decidedly greater cgrs than routine handling
and requires definite pricrity over generally processed
asteriai within a Division oF steffo

{2) Use of priority tags ghould be applied only %o
material which relates to general raspcnsibﬂitiea of a
Division or Stefly noft. 1o material relating to branch oFf

saction requirauents “nless definlte justifisation exists
for such useglo

(3) Careful surveillanse ghowid be meinteined ab an
sppropriate jeve). of asch Division o Staff 4o insure
that pri_ority tags are affixed oniy to & amsll persentage:
Coima ARl " ooM 72-51
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of the total nmumber of projects, astions, correspondence,
etco, thereby preserving the value of "priority" flagging.

20 In gddition to Form No, 70-105, Priority Tag, the Office of
Pergonnel uses & 5 x 3 inch "Special Handling" tag whish is attached
enly to materisls requiring the highest prierity and consideration,
Authority to use "Special Handling” tags will be restricted to the
Office of the Assistent Director for Personnel (0AD/P). Divisions
and Steffs will not affix “Special Handling® tags to any material
unless so directed by OAD/P. Divisions and Staffs receiving projects,
actions, correspondense, etc., which are flagged "Special Handling"
will grant such matters precedence over all other matters being
processed by the Division or Staff concerned.
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